Instructions
Request for Procurement Services Cost Estimate

This document is intended to guide you through the requirements of the request form.  The request form should be completed for all new requests to ensure that all the necessary information is provided to enable UNICEF Procurement Services to issue a complete and accurate Cost Estimate in a timely manner.
Information on where to submit the form is available in Section D.

Please note that specific fields throughout the form are mandatory.

SECTION A: REQUESTOR

Organization:


Enter the official name of the Organization/Department

Contact Name:

The name of the person that should be contacted for supply related 




questions

Title:



The title of the above named

Address:


Full mailing address of Organization/Department

Country:


Country where Organization/Department is located

Telephone:


Direct contact number, with country and area code of the Contact, as 



named above 

Fax:



Fax number, with country and area code, of the Contact, as named 




above

Email:



Email address of the Contact, as named above

Project Name: 

Provide the project name where supplies are to be used

Funding Source:

This is an optional question used for statistical purposes, the name of 



the donor is sufficient, if applicable.  If no information is provided 




the details default to the name of the Organization/Department.

Allocated Budget:

Include the amount of the estimated budget available for this 




transaction, in USD or Euro and if known.
Have you previously procured via UNICEF:





This is considered useful and assists with verifying the correct 




information pertaining to your Organization.

UNICEF Customer No:
This code is made up of a 6-digit letter and number sequence.  The 




first letter shall be G = Governments, N = NGOs and U = UN 




Agency.  The following 3-digits are numerical and determined by the 



country requestor and the sequence ends with two chronological 




numbers.

SECTION B: LIST OF REQUIREMENTS

For products available in the UNICEF Supply Catalogue, please refer to www.supply.unicef.dk/catalogue
The indicative prices of the items in the catalogue are only available to registered customers by requesting a User Id and Passwords.  To request a code please write to email PSID@unicef.org
Item Number:

Please number each item - this is particularly useful for large lists 




of items.
Material Number:

Select the item from the on-line catalogue and enter the material 




number, checking that it pertains to the correct quantities/units.

Unit/Quantity:

Special attention should be made to selecting the correct pack sizes 



and quantities. 
SECTION C: DELIVERY INSTRUCTIONS

Special Markings:

Enter specific instructions of any special markings that are required.

Delivery Date:

Include your requested delivery date with deadline.  A realistic 




delivery scheduled shall be outlined in the Cost Estimate cover letter.  



The request may be rejected if the requested delivery date is too 




short. 

Mode of Shipment:

Two options of Sea/Air are available.  Take into consideration that 




these shipments modes can affect the delivery schedule as well as the 



freight charges of the Cost Estimate.

Delivery Terms/Place:
Standard delivery terms are CIP Incoterms 2000 which means 




Carriage Insurance Paid to the destination.  The destination is the 




point the goods are unloaded and handed over to the responsible 




consignee.

Consignee:


Provide the name of the Organization/Department to whom the goods 



are to be sent.

Contact Name:

Add the name of the person that shall be responsible for the customs 



clearance of the goods.  This contact person shall be notified in 




advance of the arrival of the goods.

Address:


Include the full mailing address.  This information shall be used for 



distribution of shipping documentation, the PO Box, if relevant, is 




therefore required.

UNICEF Consignee Code:
Specific the 6-digit code which begins with X.  Leave blank if 




unknown.

UNICEF Customer Code:
This field is automated from the same description field on page one 



of the instructions.

SECTION D: SUBMITTING YOUR REQUEST

Submit by Email to:

The local UNICEF office at the country destination where the goods 



will be delivered.





For contact details of the UNICEF Country Offices please visit 




http://www.unicef.org/uwwide/region.htm




The request should be copied to the Procurement Services Centre at 



UNICEF Supply Division as follows: psid@unicef.org
Procurement Services Centre

UNICEF Supply Division

Unicef Plads, Freeport

DK 2100 Copenahgen

Denmark

Tel: +45 3527 3527

Fax: +45 3526 9421

For further information, please refer to the Procurement Services web pages where you can find Frequently Asked Questions and other related material.

